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STATUS AND RESULTS

Reviewed (BR T® tion on Vital Records and made
sugaestions | | Bxepgidye Officer, for
revision.

Reviewed and approved vital Record Deposit Schedule
for Office of Becurity.

Arranged for Office of Ioglsticas to begin micro-
£ilming rvecords fuy office of Security.

Reviewed and revised Vitsl Records Deposit
Schedule for Central Cover Staff, DDF.

Advised Recoxds Officer I. G. ataff on retirement
of records.

Advised G/CIA/DIA on housing of

25X1
records axd 8 reco disposition program.

Approved transfer of polygraph tapes to Records
Center.

Approved revision in OCR/SR Records Control Schedule
to de for tranasfer of reference eollection t0
Records Center and dastruction in accordance in the
USIB agressment.

Approved revision of ope item in OCR/DD Records
WBWMW&WMC&WL

Assisted the National Archives in their request
for down grading of certain 088 reports in their
cusbody .

Avised TSD on the spplication of the unifora £iling
and disposition stendards for certain records.
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GRIF 4

downgrading and
declzssification
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At request of ] Chief Administrative 29X1
Staf? FBID srranged for C/RFB %o
Feports to the  25X1

tranefer record coples
Records Center

*

Revised inatmetions for dispoaition of Town folders
{OCR/IR); review - five years after transfer o
Records Center.

Revisad ¥FRID Records Cuntrol Schedule to permit
transfer of one £ile series to Records Center.

Avperoved addition to the Office of Personnel Records
Control Schedule providing for tranafer of BEC/Dept.
of labor Claims filag to Agsncy Records Center.

Approved Revigion of one item in OF Records Control
Bchedule for transfer to Records Center and des-
truction efier 3 years.

Completed 18 new forme and revised 11 existing forms.

Arranged for 0ffice of Security to use Form 670
which wms no longne noeded by DOP and which they
had decided to destroy. This action saved the

Agency $545.

Designed a Systems Data form for OBA/DIR to insure
proper processing and coordimmtlon of new mxthods
mmmmtmofmmmm

Designed two Becurity Disspprovel forms to be used
in lien of individually typed memorendums. This
represents a saving of approximately $4,000 annually
in typing time.

"Approved For Release 2005/11/21 : CIA-RDP70-00211R000500090006-0



BESUUIU I T ¥

Approved For 2006111/21°: CIA-RDP70-00:2443802RH0R890060
TTPLE OF ASSIGIMERT M_M LN THL L

25X1  Imr. forms Mnagement ] 5.

{cont. )

Te

8‘

10.

[ 1 1.
25X1 .
3«
k.
2

Developed with Office of Security new Visitor Ho
Recort Badge Request: a three part set vhich permits
sponsor to send reguest 1o Iovestigation Division
and Bedge Office sizmultavesosly. :

Developed Porm 2118 with Office of Security to
mmrwmofmmmonmm
badges.

Drafted for Office of Security, Investigative Trans-
mittal Record form which replaces 2 existing forms;
this new form will save 20 hours of work per week
for a 089 employee in Investigations Dlvision at an
snnual ssvings of $3,336.

Designing code sheet and MNcbee Keysort Card system
for Agemcy recremtion progrem.

Revised mrorthematmtimswvhi.ehvin
elinﬂmt: over-printing tvice a year and save $50
in printing coste.

Designed Mechanies Trouble ioket for Office of Log-
istics; this eliminated an unofficia) form and by
being stocked to last 8-9 months expensive printing
costs wilch sccrued every two weeks are reduced
substantially.

com&ntedmm:mwanﬂmmmmgmg

forms. \\

Revised a form for SR/IDP to be used in the 8. R.
Records system.

mmcxmmmmonw.

Approved proofs on Form 1027 Time and Attendance
Report.
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Hans.gene: ©1 Project to
5. Revised Form 526 Staff Review of FI/
e et ) magRnert :l provide for proper spacing for typevriter use.
({cont.

6. Bevised curney Brief Requirements, for
| use In | 25X1

25X1

. vandgrm;wwfaammm, gecurity
T m@gwcmmmm,mmmleum
by OBA/DDR.

pelled a prio regisition and found forms
. ﬁgmaa mammm office; ssving $50.

. wd 3 nev Informstion Report forms for )
? for positive intelligemce dipserination 251

10. _ 2 specialty ¥CR (o carvon required) forms
gﬁm‘ 25X1

11. Revised Form 53 for use in both £ield snd head-
mem.

cords Management Surve Records mzsmmwzwmmmummgz

. BRe vo [ ] - GRD; w‘c%%'ﬁiﬁ EL; oimrt Personnel

e and Training} ) v/8itsetd mmh‘ &Wm
Securi Pudget and Pinancs] Loginuca; ]
Amm?%a one sdditional scheduis in final stage

of completion.
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25X1
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Approved procurement axﬁw
3 ing S, TLO for use bY
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Filing Bouipmen Approved wt of specisl Galley Cabinet for
25X1 7. 7 % and :| ' A procurensmnt
supplies (cont.) ;

5.  Approved of speclal equipment (cirveulor

25X1

Reviewed regquest from Commo. for Becure Area in
O R Bail. Detormined that sdditicual speciel

25X1 Comno. vevise thelr requiremsxts accordingly.

tion of apecial tab folders for
- g B e es that, Logistics make this a 5tock
item.

nivision to obbain some excesd
for their use snd the 5X1

ﬂm wt“ lanant fwm
of spproximately $125.
en por formal Agency
1. Pnslizing Correspondence Heandbook for fo
VI. Correspondence Mansgenment Fin 2 G0 /
l. ® mﬁmummfmdhkanuemdanee
YII. Mail MHensgement ﬁ?ﬂd g S
618 cu. £, b,
Operation of Archi 1. Received 887 cu. ft. and sliminated
T mm::mmm destruction or transfer.
5. Purnished 20,679 references to headquarters offie98,
. Sixteen Apeocy officlals vigited the on officis
3 ?:mima. As a result of the visit o
Andit Staff, k6 cu. £t. of records .
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celloneous . Defeuse Intelligence Agency has requested the DD
. His * mm;mmmwmm,amm
regulations for use In egtabilshing thelr records
menagement Progran.

] vist

5, pr. Everett O. Alldredge, Depaty Assistent archi
@mwmwwwpmmmf
gtandards for the organiration and operation o
WMWME.WW.

25X1
3 heave arrenged temporary detail
> f::nuwamﬁa center to assist
RA our currext work losd. While here, he
25X1 111 be indoctrinated in all phases of our staff work.
Asgistant DDP RMO has trans-
26X IWWELM of Navy. His successor is
| 7S amm—— W
25X1 s mezber of the Re Center Statl
25X1 s, is the pew Records Officer, Office
g Ict Personnal; she va formarly TSD/DDP Records Officer.
Managemant

e e ey

my
on th:;mpur ormh:’i’sion of their Records Management
Progran.

Chief, Decords Mensgement 33 77V o A
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